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Change Search Preferences
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1. Enter Change Preferences in the Search box.

h Q change preferences

Change Preferences

Global Preferences
Default Locale English (United States) - en_US

Preferred Locale | select one v

Default Display Language English

Preferred Display Language | select one A
Default Timezone Central Time (Chicago)

Default Currency uUsD

Preferred Currency | search

Search Preferences

Preferred Search Category | search || search Q ‘
Prompt fmon

Account Preferences

Maobile Carrier | search Processes

Preferred Home Page | search Procurement

Security

Workflow Preferences Staffing

Email Address for Business Processes  mholmes@inal.gov All of Workday

Inbox Preferences

Suppress Inbox Exceptions |:|

Background Notification Preferences

Display a2 message when a background report completes g

Display a message when a shared background report completes g

2. Click the Prompt in the Search Preferences — Preferred Search Category field.

3. Select All of Workday. This will return more search results than the default search category of
Common.

4. Click OK.
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